Kansas Department for Aging and Disability Services
Community Transition Opportunities (CTO)
Local Contact Agency Instructions
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General Instructions

Overview

System
Requirements
and Browser
Settings

Contact Persons
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The CTO Application is a KDADS web application. This application is
integrated with the Adult Care Home Facility Web Application and the
Kansas Assessment Information System (KAMIS). The Adult Care Home
Facility Web Application will be used for the Nursing Facility information.
KAMIS will be used for processing payments to the Local Contact Agency
(LCA) and KDADS reporting requirements.

Firewall Settings may need added.

= To check if you will be able to access the KDADS Web Application site,
follow the steps on pages 3-4. If the sign in page does not display,
our site will need to be added to your firewall. Please contact the
KDADS Help Desk for the specific address/port to be added to the
firewall.

e Internet Connection

e |nternet Browser:
= Microsoft Internet Explorer 6.0 or newer - Recommended
=  Firefox — current version

e Disable all Pop-Up blockers

Issue Contact Person
Application How To Questions KDADS Help Desk
Password Change Phone:
(785) 296-4987
or
(800) 432-3535
E-Mail:

HelpDesk@kdads.ks.gov

Questions about the CTO Policies Lacey Vaughan

and Guidelines. Phone:
(800) 432-3535




Accessing the Application

Introduction Use Microsoft Internet Explorer or FireFox browser to access the KDADS web
application site. All KDADS Web Applications are secured and encrypted.

How To Follow the steps in the table below to accessing the login page for the
KDADS Web Application.

Step Action Result

1. | Open the internet browser. Access | The KDADS Provider Web Site

the KDADS Provider Information Home Page will be displayed.

Resource Web Site.
www.aging.ks.gov

(= KDOA Provider Information Resource Site - Windows Internet Explorer EI@@

G- &

File Edit View Favorites Tools Help

state.ks.us v| 42|/ x| 2 94.5 country

i Favorites | @ KDOA Provider Information Resource Site - B - - By P @

Provider
Information
R_esource K A N S A s

DEPARTMENT ON AGING

INFORMATION FOR: WELCOME!
\» Adult Care Homes

The purpose of this site is to supply a central point for obtaining information
for Area Agencies on Aging, Independent Targeted Case Managers, Web Applica
Targeted Case Managers, Adult Care Homes, Service Providers and other:
within the Aging Network.

The menu on the left side will expand when the heading is clicked to give
direct access to the information. To access all information in a particular
area, select the first option. Any new or updated information recently posted

is listed below. [FWE KDOA Exam |
# and Survey

| NewomuebaTEDINFORMATION

‘» Web Applications

‘ e — « Community Transition Opportunities (CTO) Adult Care @ InterCall

'eb Application Logon = ’
— = Home Instructions - 09/21/2010 Web Conferencing
| Bxam / Survey Center Logon Note: The instructions for Local Contact Agencies will be posted in the ~ by invitation only ~

1 near future.
| _Exam / Survey Instructions n Find usgn K
{ w:n:ﬂ;ﬂ"&lﬁ:ﬁ;s « Draft Field Services Policies Issued for Comments: Faceboo

| KDOA Security Agreement #FS 2010-08 - Family Caregiver Support Program -

| IT Training Environment Issued 09/09/2010
| CTO Training Environment
I

|
‘» Other Resource Links
|

* Notice of Public Hearing on Proposed KDOA
Administrative Requlations published in Kansas
Register on September 2, 2010 @

€ Internet. v ®i00% -

2. | Select the Web Applications link | The KDADS Web Application
under the “Other Resource Link” | Login page will display.
section or the Web Applications
Menu.
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http://www.aging.ks.gov/

Signhing In

How To
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Follow the steps in the table below to complete the Sign in process.

Step Action Result

1. | Once the Sign in page is Insertion point advances.

displayed.
Type the User Name.

Press Tab.

KANSAS

DEPARTMENT ON AGING

_

Sign In
Enter your Single Sign-On user name and password to sign in
User Name
Password
Help Desk hours are from 7:00 am to 5:00 pm Monday thru Friday Hours of Availability
Phone: (785) 296-4987 (Voice Mail covered after hours) \Week Days 7:30am - 10:30pm
E-Mail: HelpDesk@aging. ks.gov Saturday 7:30am - 10:30pm
Fax. (785)296-0256 Sunday 11:00am - 10:30pm

On State of Kansas observed holidays, the system is available, however, KDOA staff will not be avaiable for assistance during these holidays, as wel as Saturdays and Sundays.

### WARNING FOR OFFICIAL STATE BUSINESS ONLY ###

I

2. Enter Password. If it is the first | The Web Application Home page

time signing into the will display.
application, use the initial
password that was given.

Click the OK button.




Accessing the CTO Application

How To Follow the steps in the table below to access the Community Transition

Opportunities (CTO) application.

Step Action Result

1. To access the CTO Application,
click on the Community

Transition Opportunities (CTO)
button.

Web Applications

KANSAS 1

Logout
TRAINING Ver  2010/09/23@20:55:52  www.Aging Stale Ks.US
DEPARTMENT ON AGING Welcome: Legged in at: 2010/09/22@17:08:19 Quick Notes ~ Change Password

CME : TRAININGUSER KDOA Home Page Your Profile Help

m

Welcome to the KDOA Web Applications Home Page

Select one of the following links to navigate to your requested web application.

K;mm‘ 17
Kansas Aging Management Information Sysiem)

[ CummunltyTranswlmnOppummmes[CTO:) ]
. N \

2. Opens to the CTO Report page
of the CTO Application.

= CT0 Report - Windows Internet Explorer Q@g]
7@7;/ < |el hps -aina ks.gov,
File Edit View Favorites Tools Help

iy Favorites | @ CTO Report

VENCIEAR | Pl

- B & -5y rae- @

e Community Transition Opportunities  manncuser oasavma area aceey on Aci (¢
oms Page  Facilty Login Page
(CTO)

Logout

CTO Report

® ALLSTATUSES O ACTIVE O COMPLETED BY LCA O COMPLETED BY KDOA O STOPPED O DISCARDED
® ALLDAYS O LESSTHAN7 O LESSTHAN 14 O OVER 14

2. | Rows[15_v] [Go) B,
¥ [Owrsdays| @R

[OEDaE @ 5%

200353183

339761

9/27/2010
339761 SLATE PERRY 11111111 08/20/2010

LCA1 (4)
COMPLETED BY KDOA Open  KDOA

Done J/ Trusted sites 5~ Rioon -
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CTO Report

Introduction The report displays the customers with worksheets that have an association
with the users Organization.

¢ Favorites ‘gCTORepon ‘ ﬁ} v > [ @ v Pagev Safetyv Tools v @v

Community TranSition Opportunities
o=r (CTO)

| Client Search CTO Report

Filters © ALL STATUSES ) ACTIVE ) COMPLETED BYLCA () CONFIRMED BY KDOA ) STOPPED ) DISCARDED
-

© ALLDAYS ©) LESSTHAN7 © LESSTHAN 14 () OVER 14

@V

. _/4—9” Rows 15 v
SearchField — [ 7~ o
) Over 5 days | [¥] 5
[OEnEEl @ %

Kamis Nbr pyastName  First Name SSN Form Date Form Status Open AssignedTo TotalDays CurrentDays

Red color coded =

30000501  STONE GEORGE 111111112 10/10/2010 1% LCA Working Case Open LCA1 (1154) 3 3

Over7d ays 30000505 FLINT SUSAN 11111114 9/3/2010 2 LCA Working Case Open LcA2 (4) c
30000508 MUD RIVER 11111116 10/7/2010  Completed by LCA Open K0OA 4
Yellow color coded = 30000439  PEACH MARY 111111117 10/7/2010  Declined by LCA Open LCA2 (1154) 6
30000526 APPLE AMY 11111118 9/2/2010  Discarded view KDOA ) 5
Over5d ays Gl DONALD 111111119 9/1/2010  Referedto1®LCA Open LcA1() 7
30000358 BOULDER SHARRY 111111120  10/16/2010 Referred to 2™ LCA Open LCA2(1154) 6
30000355 PEACOCK  PETE 11111121 9/6/2010  Stopped- By User—PSANotified  View Lca1(a) ) 3
30000852 RUBBLE  BARNEY 111111122  9/3/2010  Stopped—CTOinLast30-45Days  View KDOA [ 5
30000853 RUBBLE  BETTY 111111123 9/3/2010  Stopped -On Waiting List View KDoA o 5
30000854  SLATE PERRY 111111124 9/5/2010  Stopped-Open CTO View KDOA [) °
30000855  FLINTSTONE ED 111111125 9/6/2010  WorkIn Progress Open NF-N12345 . 5

The report is also interactive by utilizing the column headings to sort or
filter by the content. \

\ Clies

ALL STATUSES © ACTIVE © COMPLETEDBYLCA © COMPLETRD BYKDOA ©) STOPPED () DISCARDED

@ ALLDAYS () LESSTHANT7 (O LESSTHAN 14 ) OVER 14

/’_)v Rows 15 = ‘fﬁv
= Over 5 days =
(Over 7 Days|

Kamis Nbr Last Namefd First Name SSH Form Date Open Assigned To Total Days Current Days
200353156  BOULDER SHARRY 111111120 09/20/2010 LCA1 (1266) 5 5
200353159 PEACH MARY 1111117 09772010 - 0 -
200353159  PEACH MARY 111111117 09M6/2010 l:l - 0 -
200353158 PEACH MARY 111111117 oanszarn | 15T LCAWORKING CASE - 0 -

R ez om0
339761 SLATE PERRY 111111111 08/27/2010 L AT ENEEIL LCA1 (4) -2 -2
REFERRED TO 1ST LCA
339761  SLATE PERRY 11111111 081202010 | STOPPED - ON WAITING LIST KDOA 3 -
200353165  STONE FLINT 555555355 09/21/2010 | STOPPED - OPEN CTO NF - N12345 0 -
STOPPED - OPEN POC 18
WORK IN PROGRESS
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LCA Worksheet Process

Introduction

Developed 09/25/2010

The LCA’s will need to check the CTO Report on a daily basis to see if any
referrals have been made to their organization.

There are automated system processes that will move the referral from the
1°' LCA to the 2" LCA on the 8" day if the CTO Worksheet status is not one
of the statuses listed below :

= 1% LCA Working Case
= Completed by LCA

Therefore, it is important that upon the decision that the case will be worked
by the LCA, that the status on the case be changed to either one of the
below statuses:

1% LCA Accepted which will indicate to others that the case has been seen
and assigned. This status will not stop the automated process of forwarding
the referral to the 2™ LCA after on the 8" day.

1** LCA Working Case which will indicate to others that the case has been
assigned and is currently being worked. This status will stop the automated
process of forwarding the referral to the 2" LCA after on the 8™ day.

If the 1°' LCA will not be able to work the case due to staffing or other issues,
the status can be changed to Declined by LCA, which in turn will immediately

refer the case to the 2" LCA.

The other statuses are further explained on pages 12 and 13.




Opening a CTO Worksheet

Introduction
CTO Report.

All worksheets entered and referred to an Organization will be listed on the

How to

Follow the steps in the table below to open an existing form:

Step Action Result

1. Locate customer on the CTO
Report.

2. In the Report Table, click on the | The worksheet will display in
Open or View link. read only status.

i ]
Kamis Nbr py-ast Name

First Name SSN Form Date

GEORGE 111111112 10/10/2010

30000505  FLINT SUSAN 111111114  10/10/2010

Eorm Status Open

1™ 1ca Working Case

AssignedTo  Total Days Current Days

1 LCA ‘Waorking Case
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Local Contact Agency (LCA) Section of the CTO Worksheet

Introduction A table of the Field requirements, actions and/or purpose are located on
the next page.

/2 €10 Workahee! - Windows Inmterant Explores
G,. g% 0 s bs o v 8% X '.. P

Fle  Edt  View Favortes Todks  Heb

o Faverkes  @BCTO warisbeet B e Peee @

o Community Transition Opportunities — massiuserica s area scency onsceis )
(CTO) AR e

b
WAMES # 200353183 tame APPLE, AMY  Erocove 022172010 Sty 222222222 cue 10

Form Status: Concel | | sy © N o~
® REFERALD TO 15T LCA -
) gL *
Nursing Facility Referral
® Foum Date 09232010  ® DOa 0401940 Age 70
Reasossbie Pasy Hame ADAM APPLE Frone 784-333-231) Y,
o ¢ o 4 SAYHAWK AREA AGENCY 0% LA 1 Refatr Date 0232010 ftsssy REFERRED TO 15T
AGRIG Lea KDOA Follow-Up
® (04 2 TOPEKA INDEFPENDENT LIVING RESOURCE CENTER
KDOAF2 g Oad
Noring Facsty BEDROCK SENIOR COMMURITY I State © N1214S OIS : :
Aadans 120 STONDMEL WAY TOPEKA K$ $4603-0031 County SMANNED _‘r 5
DOA Falow-L
® ¥ Asressisn Date 01022000 Dars in i 264 KDOA FsBow
. i BETTY RUBIRE ® Phone 7954545424 €T & KDQA e
NF( »
@al Contact Agency (LCA) e R
/I ® LCa Drpancaton  JAYHAWK AREA AGENCY ON AGRIG v
b - Lite
® Custamer Chose To Expiare Trans®en Ootons | Yes v
o3t ® Ombedsman ¥ ® pRe ¥ ® o v
Y}
. ]
® 1wy Py
wis
LCA Billing Document - Maximum 12 Units
Waetog Le
» & Pl g Tumve
AD
v
»
J Insted stey fa v Wioowm -
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LCA Section Field Requirements

Field Action / Purpose
Form Status Since the worksheet was referred, the default status will be either
“Referred to 1% LCA” or “Referred to 2™ LCA”.
LCA Organization Required — Defaults to the LCA the Nursing Facility referred the case.
LCA Contact Date Required.
Customer Chose To Required.
Explore Transition

Options

Referrals as needed to: | Required. Note: If “Other” is Yes, the description field is required.
e Ombudsman

e DRC

e Other
Date Referred to TCM Required.
TCM Name Required.
TCM Phone Required.
NF Comments Not Required.

LCA Billing Document — Maximum 12 Units

Field Action / Purpose
Meeting Length in Required.
Units
Coordination & Required.
Planning Time in Units
LCA Billing in Units Calculates.

Waiting List Information

Field Action / Purpose

On Waiting List Not Required.

Waiting List Start Date | Not Required.

Waiting List Comments | Not Required.

Developed 09/25/2010 10




Saving the CTO Worksheet

How To

Developed 09/25/2010

Follow the steps in the table below to create/save a worksheet.

Step Action Result

1. |Complete the required
worksheet fields.

2. |Click the Form Status drop In most situations, this will be
down box and select the the Completed by LCA status.
appropriate status.
See the next page for the

different Worksheet statuses.

3. |Click on the Apply Changes The worksheet will be saved
button. and all fields will be displayed as
read only.

The page will forward to the
Client Forms page for review.

{2 Client Forms - Windows Internet Explorer X
@Av 2] hitps ks.gov, v & |[%llx 48 L
Fle Edt View Favorkes Took Help
Vg Favories | /@8 Chenk Forms B8 -5 Pxe- @
= I T 3
@ Commun ity Transition OPPOI’tU NItIeS  rrep runrstone e BEDROCK SENOR CoMMuNTY (N12345)
(CTO) KDOA Home Page  Facility Login Page

Client Search Client Forms. LCA Worksheet 20654774 CTO Report

KaMIS #: 330761 Name: SLATE, PERRY  Effective: 10/01/2007 sSh: 111111111 CME: 10

Create CTO Worksheet

;/v Rows 15 v e

m e m e Form Staty Open
CTO WORKSHEET  09/21/2010 REFERREDTO ISTLCA  Open
CTO WORKSHEET 087202010 COMPLETED BY KDOA Open

1-2

Done. J/ Trusted sites. ‘3 v ®H100% <
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Worksheet Status

Worksheet Not all statuses are available to all organization types. However, the
Status statuses will be listed on the CTO Report page. The table below lists all the
worksheet statuses, which organizations will have the status available to use
and the purpose of the status.
Status Available To... Purpose

Work In Progress

Adult Care Home

Initial status prior to the worksheet being
created or while it is being completed by the
Adult Care Home.

Referred to 1% LCA

Adult Care Home

Adult Care Home has completed data entry of
the worksheet and refers it to the 1% LCA for
action.

Discarded

All Organizations

Worksheet done in error. Closes the case
without further action.

Stopped — By User —
AAA Notified

All Organizations

Will stop the referral of the worksheet. The user
will need to contact the Area Agency on Aging
(AAA) by phone regarding the reason for the
status.

1°*' LCA Accepted

1°LCA

Indicates that the LCA has seen and accepts the
referral.

1°' LCA Working Case

1% LCA

Indicates that the LCA is actively working the
case. This status will stop the case from being
automatically referred to the 2" LCA after 7
business days.

Declined by LCA

1% LCA

Indicates that a condition occurred where the 1%
LCA is unable to accept and work the case. Will
forward the case to the 2" LCA.

2"Y LCA Accepted

2" LcA

Indicates that the LCA has seen and accepts the
referral.

2"Y LCA Working Case

2" LcA

Indicates that the LCA is actively working the
case.

Completed by LCA

LCA

Indicates that the LCA portion of the case has
been completed. Forwards the payment
information into KAMIS. Refers the case to
KDADS for payment authorization and
processing.

Developed 09/25/2010

Continued on next page
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Worksheet Status (continued)

Worksheet Status continued

Status

Available To...

Purpose

Completed by KDADS

KDADS

KDADS is the final step in the worksheet process.
This closes the case.

Referred to 2" LCA

Automated

System Automated. If 7 business days have
passed since the referral date and the status is
either “Declined” or “Referred to 1°' LCA”, the
system will refer the case to the 2" LCA listed on
the worksheet.

Stopped — Open POC

Automated

An active Plan of Care has been found in KAMIS.
Contact the AAA for resolution.

Stopped — On Waiting
List

Automated

Once there is a worksheet entered with an
indication that the customer is on a waiting list,
any future worksheet referrals will be stopped.

KDADS has the ability to release the customers
record if they should be removed from a waiting
list or if the waiting lists are discontinued.

Stopped — Open CTO

Automated

An open worksheet has been found. This would
be a duplicate referral, which is not required to
be entered.

Time Limit Exceeded

Automated

Indicates that the 1% LCA did not meet the time
limitations and the case was referred to the 2"
LCA.

This may have occurred two reasons:

1. LCA did not complete the worksheet within
the 15 days.

2. LCA did not change the status to 1*' LCA
Working Case.

This status will be displayed next to the 1 LCA’s
line on the worksheet.

Developed 09/25/2010
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Logging-Out

Introduction

How To

Developed 09/25/2010

When the user will not be using the application for a period of time, the
program should be closed for security reasons.

Follow the steps in the table below to exit the application.

Step Action Result
1. In the upper right corner of the
window there are three
navigational options.
Link Action
Logout

The browser will return to the Log-
in page

KDADS Home Page

Returns back to the KDADS Home
Page for further access options.
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